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‘How to establish records
retention schedules

South Carolina Department
of Archives and History
Archives and Records
Management Division

The schedule

What a schedule
includes

Types of schedules

A records retention schedule helps you manage your records
systematically by specifving how long, where and in what
format your records will be kept, and what their final dispo-
sition will be. The timeframe the schedule establishes can
range anywhere from one year 1o permanent.

The schedule lists the ttles of records, describes their con-
tents, gives their retention periods (the length of time the
records must be maintained in the office and, in some cases,
the length of dme they can be kept in inactive storage in a
records center), and gives their final dispositions.

There are general schedules and specific schedules. General
schedules are designed for records that are common to many
government offices; specific schedules are designed for
records that are unique to one govermment office. This
leaflet will discuss the development of specific records reten-
tion schedules only (see pages 6 and 7 for samples of specific
retention schedules for both a state agency and a local
government).

The legal
Justification

The South Carolina “Public Records Act™ (Code of Laws of
South Carolina, 1976, Section 30-1-10 through 30-1-140, as
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amended) requires the South Carolina Deparument of Ar-
chives and History to help both state and local governments
establish and administer a records management program.
Section 30-190 refers to the development of records reten-
uon schedules.

Section 30-1-90

Archives shall assist in creating, filing and preserving records,
tvenlories, and schedules.

(A). . .. When requested by the Archives, agendes and subdivisions
must assist the Archives in preparing an inclusive inventory of
records in their custody and establishing recovds schedules mandating
a lime peviod for the retention of each sevies of records . . .

The benefits

of using
schedules

How can my office
establish
schedules?

The inventory

When governmental bodies use retention schedules to con-

trol their records, they increase their efficiency and reduce

the possibility of incurring legal acdon for disposing of
records improperly. By using retention schedules, they are
able to:

1. Identify and preserve records of permanent historical
value.

2. Legally destroy records that have outlived their legal, fiscal,
and/or administrative values.

3. Use space effectively and save on the cost of new equipment
or construction by systematically removing outdated records
from file cabinets and office and storage space.

4. Increase elhiciency by no longer having to handle obsolete
materials.

Check with your records officer to see if there are specific or
general schedules already approved for your records. If you
do not have a records officer, contact either our State Records
Analysis Unit or our Local Records Analysis Unit for help.

If your records are not covered by retention schedules, you
will need to get the information you need to develop them by
getting inventory forms and taking an inventory—see our
Public records information leaflet no. 17, How to conduct a
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Analysis and appraisal

Final approval
Local
government
records

recoreds inventory . We have inventory forms, and our stalfers
can help you with on-site training.

Once the inventory is complete, you will use the information
you have compiled on each record o establish its value and
develop its retention period. You will analyze the information
to decide, among other things, how long yvou will need the
record for office use; whether or not the information is
summarized elsewhere; and what laws or regulations might
require you to hold the record for a specified period. You will
also appraise the record to establish its administrative, fiscal,
legal, or historical value. And since a record often has more
than one value, these values are not mutually exclusive.
Administrative value: a record has administrative value if the
information it holds is useful to the conduct of daily business.
Fiscal value: A record has fiscal value if the information it
holds is needed to document the expenditure of public funds
or to fulfill financial obligations.
Legal value: a record has legal value if the information it
holds gives evidence of the legal rights or ebligatons of the
government and its citizens or ensures compliance with
relevant laws and regulations.
Historical value: a record has historical value if the informa-
tion it holds documents the history of the government and
the communiry.

When you have completed each appraisal, you will suggest
a minimum retention period by completing part 19 on the
Record Series Inventory Form. You will then return your
completed inventory forms to us, and one of our records
analysts will help you finalize your retention schedules.

1. Our Local Records Analysis Unit will send the schedule to
the local government for both the records custodian or
department head and the governing body to approve.

2. The local government will then return the schedule o us
for the director of the Archives to approve.

3. We will send an approved copy, along with instructions
and forms, back to the local government for implementa-
tion.
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Local government prepares
Records Series Inventory
Forms—sends 1o

by Archives director, sent to
| agency for review and approval

Local Records Analysis Unit

Archives director signs
form—returns
edule to local government

Slate agency prepares
Records Inventory
Forms—sends 1o

Stale Records Analysis Unit

Is schedule satisfaciory?

State Recards Analysis Unit
submits to Budget and Control
Board for final approval
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State agency records 1, The Archives director will approve the schedule and our
State Records Analysis Unit will send it on to the state
agency for its director 1o approve.

2. The agency will then return the schedule o us, and we will
send it 1o the Budget and Control Board for final approval,

3. When it receives the final approval, the Archives will send
an approved copy, along with forms and instructions, back
to the agency for implementation.

For more
information

State agencies, Contact the State Records Analysis Unit, Division of Archives

colleges, universities, and Records Management, South Carolina Deparument of

and technical colleges  Archives and History, 1919 Blanding Sueet, Columbia, 5.C.
20201, Telephone: (803) 734-7914; Fax: 734-3387.

Counties, municipalities, Conuact the Local Records Analysis Unit, Division of Ar-
school districts, and chives and Records Management, South Carolina Depart-
special purpose districts ment of Archives and History, 1919 Blanding Street,
Columbia, 5.C. 29201, Telephone: (803) 734-7314; Fax: 734-

3387, u
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S5outh Carolina Department of Archives and History RECORDS

Diviston of Archives and Records Management RETENTION
SCHEDULE

SOUTH CAROLINA DEPARTMENT OF PROGRAM DEVELOPMENT RECORD GROUP Mo. 700

| DIVISION OF ADMINISTRATIVE SERVICES

90001 PROJECT FILES

Degscription

|

|

! Document administration of projects designed to improve the
| agency's special programs. Information includes project
proposals, correspondence, project activity reports, related
memoranda, project summaries and expenditure reports.

3 years after submission of final expenditure report, destroy.

' Retention
[
! 90002 GRANT FILES (ACTIVE AND INACTIVE)

i Description
i
|

Document grants received by the division to help fund some of its
[ operations. Informaticn includes f{inancial assistance
| applications, correspondence related to the grant process, grant
award letters, copies of agency budget and accounting reports,
related contracts, reimbursement requests and guidelines for
administering grant activities.

Retention

3 years after becoming inactive, destroy.

i 90003 MEETING MINUTES AND ATTACHMENTS

Description

] Records of official proceedings of the agency's executive
management staff. Information includes agenda, date, place, list
of attendees, and a summary of discussion and decisions. official
minutes also include all informational attachments such as
reports, surveys, proposals, studies and charts distributed to
executives for discussion and for use in making internal peliey,
planning and management decisions.

Retention

| Agency: 5 years after fiscal year.
State Archives: PERMANENT
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South Carolina Department of Archives and History RECORDS

Division of Archives and Records Management RETENTION
SCHEDULE

CAROLINA COUNTY RECORD GROUP HUMBER: 47

FINARNCE OQOFFICE

00123 AUDIT REPORTS

Description

Printed reports documenting the annual audit of county funds.
These reports, prepared by an outside accounting firm, are
categorized by the various county offices and further classified
by accounts to which they relate., This series also includes
gsemiannual and special audits. Information includes balance
sheet, summary of revenue and expenditures, cash balances,
statement of taxes, statement of delinquent taxes, statement of
other receipts, statement of fines and fees.

Retention

Permanent. Microfilm optional.

00124 BANKING RECORDS

Description

Cancelled checks oand deposit slips written by the county along
with the ctatements issued by the bank. Infermation includes (1)
checks: date, to whom paid, amount, check number, signature of
finmance officer; (2) bank statements: list of checks for one moULh
period, dates, beginning balance, ending balance; and (3) deposit
slips: date, amounts of deposits, and total deposlts.

Retention

3 years, then destroy.

00125 RECEIPTS (RECEIPT CARBONS)

Description

Copies of receipts issued by the office to persons turning over
funds. Information includes date, receipt number, from whom
received, amount, purpose, and authorized signature.

Lention

[t

o~

3 years, Lhen destroy.

BPor spprieall mred bmipesies i of T P e o e 8 Pl R wtrm e iy slo e U e | of e P e ey il e i sl el g i g o oy i o e s onllids

B5-5.2 (91)

7@



@ Public records information leaflet no. 18
L L e B P o P e T s

June 19494

D3

Public records
information
leaflets from
the Archives

i,
i,
Fip,
LN
no,
Ha,
1,
LILEN
LITEN
LITIEN
LT
1,
LLLEN
LILEN
T,
T,

.
i,
ni,
[ TEN

Legal vequivements for microfilming prublic vecords
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14 Stoving reconls in the Sate Records Cender
15 The deposit of security microfibm
16 Disaster prreparedness and vecovery in state and
local government vecords offices
17 How to condud a records inventory
18 How to establish records relention schedules
19 Photographic media
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